TEMA: Ilpaktuuna po6ota «BBeneHHs, peaaryBaHHs W ¢opMaTyBaHHS
TEKCTY»

META VYPOKY: ¢opmyBaHHS MpeAMETHUX KOMIIETEHI[H: TMOsCHIOE

NpU3HAYCHHSI W MOXIMBOCTI TekcTroBoro mporecopa MS WORD, npusHaueHHs
OCHOBHHUX ITYHKTIB MEHIO, TTaHEJIeH 1HCTPYMEHTIB, JIHIMOK Ta CMYT MPOKPYTKH Y
BikH1 TII; BuUKOpHCTOBYe 3aco0M TeEpEeBIpKH MPABOMUCY; BMIE CTBOPIOBATH,
BiZIKpuBaTH, 30epiraTi JOokyMeHTH B cepenoBuili TII, BBOIUTH Ta peaarye TeKcT,
HAJIAIITOBYE PEXUMH TEperisaay TOKyMEHTIB, BCTABIII€ CHUMBOJIM, BIJCYTHI Ha
KJIaBiaTypi;

PO3BUBATH HaBYAJIbHI HABUYKW BHCOKOTO PiBHS: BMiHHS aHai3yBaTH,
BCTAQHOBIIIOBAaTH  TOJIOBHE,  3HAaXOAUTH  NPUYMHHO-HACTIAKOBI  3B’SI3KH,
y3arajpHIOBaTH, CaMOCTIHO 3acTOCOBYBAaTH IIpaBWJa, PO3BUBATH KYyJIbTYpPY
MOBJICHHS;

BHUXOBYBaTH 3arajabHONIO/ICHKI, 3araJlbHOKYJBTYPHI,

310pOB’s130epirarodi KOMIETEHTHOCTI.

OBJIAJIHAHHSA: mnepcoHanbHI KOMII'IOTEPH, PO3JATKOBUN Marepiall,

tabmumi «Knasiarypay, «TexcroBuii pegakrop MS Wordy.



XB.)

IJIAH ITPOBEJIEHHA YPOKY

I. Oprani3ariist mo4aTky ypoky. (2 xB.)

II. Axrtyanizatist oTpiOHOTO HABYAIBLHOTO JOCBiNY. (8 XB.)
III. Po3kputTs cmoco6iB BUKOHAHHS [TiH. (2 XB.)

V. ®opmyBaHHs HaBYAIBHOTO AOCBIY. (15 XB.)

V. ®izkynbpTxBUiIMHKA. (1 XB.)

VI. VY3aranbHeHHs 1 cucTeMaTHu3alliss HaOyTOoro HaBYaJlbHOTO JOCBimy. (8

VII. KonTposns i Kopekiiisi HabyToro HaB4aJIbHOTO J0CBIY. (8 XB.)

VIII. TTincymox ypoky. (2 XB.)



X1 YPOKY

l. Opzanizayinnuit eman.
1. Axmyanizayia onopHux 3HamHb.
»  llepeBipka HassBHOTO iHIUBIAyaJIbHOTO JTOCBITY.

3anosHowms onumy8aIbHUL IUCT.!

1. IMignumiTe puCYHOK, 110 300paxye Bikao TIT MS Word.

o JokymeHT1 - Microsoft Word

Egaﬁn Mpaska Bra Bcraska dopmat  Ceperc  Tafnvua  ©OknHo  Cnpaeka

P A4 O ~ Times Mew Raman
—

El E R B B RO |

Crp. 1 f 11 Ha 1,5cm  CT 1 Kon SAMT WCOE S BAT ZAM aHr iuNCEMA \ ‘ ’




2. BuOepiTh (migkpecniTh) 13 3alpONOHOBAHOTO CIHMCKY MOXIHUBOCTI, 5K

nanae TIT MS Word:

CTBOPEHHSI 1 peJaryBaHHs TEKCTiB, (opMaTyBaHHS a03alliB, CTBOPECHHS

TaONIUIb, BCTaBKa B TEKCT OO’€KTIB I1HIIMX Nporpam, (QopmMaTyBaHHS IHUCKIB,

dbopmaTyBaHHS CUMBOJIIB, CTBOPEHHS MaJIOHKIB, (pOpMaTyBaHHS CTOPIHKH, IPYK

JIOKyMEHTA, KOTTIFOBaHHSI TIUCKIB.

3. CkuaaiTh aJirOpUTM BIAKPUTTS JTOKyMeHTa B cepemoBuii TII (migmuim

BiJITTOBITHO HOMEP KPOKY).

DTI{prTb—‘ ann —‘ BbIGpaTh —‘cbaﬁn
P AUCK, OTKPBITE (AoKyMeHT)

nanky

4. CknaaiTh anropuTMm 30epiraHHs JoKyMeHTa B cepenoBuin TII 3a

JIOTIOMOTOI0 TOJIOBHOTO MEHIO (TI1IMUIIK BiAMIOBITHO HOMEP KPOKY).

crann nanka, AucK COXpaHWTb
aTh MMA
ﬂ:aﬁny COXPaHWUTBL KaK...

» IligroToBka J0 3MIMCHEHHS MPOBITHOTO BUY HABYAIBHOI TiSIILHOCTI.

o Po3cisiHe onuTyBaHHS Kiacy 32 BUKOHAHUMU 3aBJaHHIMMU.
o Kopekuist Ha0yToro HaB4aJIbHOT'O JJOCBIAY.

1I1.

1. [HCTpyKTaX 1I0/10 BUKOHAHHS IPAKTHUYHOT pOOOTH.

2. Incrpykrax 3 Th.
Iv.

BukonanHss  mpakThyHOi  poOOTHM  3a  PO3JAATKOBUM  Marepiajom,

BukopuctoBytouu I1K. (koorcne 3a60anns cepeonvoeo pisnio oyinroemocs 1 6aniom)

V. 3a po3naBaJIbHMM MaTepiajioM: KOMIUIEKcH BrpaB No 2; MpoBOAHTH

4YeproBui B KJIACI.



VI.
1. [TapHa opranizaiiisi BIAMOBIAEH 3a 3aMUTaAaHHSMM JIJII CAMOKOHTPOJIIO:
OJIUH — TEOpis, IHIINK — MpakTuKa (a00 po3CisiHe ONMUTYBAHHS).

2. dopmyBaHHS aKTUBHOI 5 — MO3UIIIi: cCaMOaHaJi3 CBO€ET MisSIIbHOCTI.

VII.
OO’enHaTH y4yHIB B TPYNU IO MOMWJIKAM 1 BOHH iX OMNpPalbOBYIOTH 3a
JIOTIOMOTOI0 YYHIB-KOHCYJIBTAHTIB (T1 Y4Hi, SIKI OTPUMAJIH OI[IHKY BUCOKOTO PIBHSA

3a MIPaKTHYHY POOOTY).

VIII.

1. VY3aranbHeHHS BUBYEHOTO HA YPOII.

2. BucraBieHHs OLIHOK.

3. JlomamrHe 3aBIaHHS: O3HAHOMHTHCS 3 OCHOBHHMH TPUHITUTIAMU

dbopmaTyBaHHs TEKCTY; MOBTOPUTH MNPUAOMHU poOOTH 3 (aiinamu (CTBOPEHHS,

BIIKPUTTS, 30€pEKEHHS, KOMIOBAHHS, BUITYUCHHS, IEPEMIILICHHS).



PO3JITABAJBHMWUNAU MATEPIAII
HPAKTUYHA POBOTA
BBEJIEHHA, PEJTAT'YBAHHS U ®OPMATYBAHHS TEKCTY.

Merta: ¢hopmyBaHHS 1 BIANPAIbOBYBAHHS HABHUUYOK BBEACHHS TEKCTY, HOTO
penaryBaHHs ¥ popmMaTyBaHHS.

3ABJIAHHA

-> 3apantaxre TII MS Word, Bigkpuiite moxkyment ITP Ne9,
o 30epiraeTbCs y Mamili MOI TOKYMEHTHU\ I[TIPAKTUYHI POBOTU 3 MS
Word.

-> Buxkonaiite 3aBaannsi, 3a3HaueH1 B ITP Ne9.

Ilepenik 3a60anb, K NOGUHHI BUKOHAMU VYHI (3A60AHHA CePeOHb020 DIGHS

3q30a1€e2i0b  NI020MOGNeHI  eyumenem I 30epiecarombCsl 8  VUHIECHbKUX

KoMN tomepax).

3aBaaHHs cepeIHbOr0 PiBHSA

PEJAI'YBAHHS TEKCTY
1. Bunanite 3aiiBl CHMBOJIH B CIIOBaX.
3a I0mOMOT0I0 KJIaBIII1
3a gonomororo knasimi DELETE
BACKSPASE
[Ipoddeccop Po331pi6
Kxopekuis Bgapiant
Baraa BiuHICTBB
2. BcraBTe noTpiOHI CUMBOJIH, 3aMiHITh TOMUJIKOBI.
BcraBka cuMBoOJia 3aMiHa CUMBOJIA
BzaemoBsigHOIEHS Pa6ora
Bonoains KUIB
30BHIIITHO Bitpuno
3. BcraBTe y HaBeieHOMY pEUCHHI 3aMIiCTh BUIUICHUX CITIB BIAMOBIIHI

CUMBOJIM, IKUX HEMA€E Ha KJIaBlaTypl, CKOprcTaBIIKCh iIHCTpyMeHToM CUMBOJI:

V 6yov-axomy mpukymuuky cyma ewympiwnix Kymie oopientoe 180

zpaoycis.

4, BuitydiTh B TEKCTI CJI0Ba, IO MOBTOPIOIOTHCS.




Texcmosuit npoyecop MS Word — oodna oouwa 3 Hnatinonyiapiwux
npuxnaonux npoepam OC OC WINDOWS.

IIpoyec cmeopennsi OOKyMeHma NOYUHAEMbCS 3 3 HAOUPAHHS MEKCMY.

Oona 3 NOMUNOK NOMUNOK HeOOCBIOYeH020 KOopucmyeaua — ye ye
namuckanusa ENTER y kinyi xoorcnozo xooicnoco psioka. He mpeba mpeba yvoeo
pobumu!

5. Bukopucrapim pexuM aBTOMAaTHYHOL 3aMiHH, 3aM1HITh CI0BO «I1K»
Ha CJIOBO «KOMII FOTEPY.

Cyuacnuu IIK — ye enexmponnuii npucmpiti, NpuszHadeHut Ol 886€0eHHsl,
30epedicents, 0OpoOKU ma eusedeHHs IHpopmayitiHux oanux. Yci yi npoyecu
8i00ysaromuvcs 8i0n08IOHO 00 mux npoepam, siki s3oepicae IIK. Taxe o3nauenms
nepeooauae, wo 01 pooomu I1K HeobOXiOHI K MIHIMYM 08I CKIA008I. anapamue

3a0e3neyeHts i npoepamHe 3a0e3nedeHHs.

CKACYBAHHS 1 TIOBEPHEHH 1 BUKOHAHMX JIIi

6. Po30uiite qanuii TeKCT Ha JBa ab3aIu.

Kuna cobi manenvka diguunka Ha umenHs Keimouka. 3eanu ii maxk momy,
wWo Oyxce 1I0OOUNA HIJCHI ma K8ImY4i pOCIUHU.

7. Ckacyiite nonepeaHo KOMaHIy.

BBEJAEHHA TA @®OPMATYBAHHA TEKCTY  (yunam, aki

GUKOHYEAMUMYMb 3A60AHHA HA 6UCOKUI pigeHb, 8 1 9 3a60anns euKkonyeamu He

nompiono!)

8. BBeaiTh HACTYIHMIA TEKCT HA HOBIM CTOPIHIIL:

«V 6nao0i moounu — ompyimu nogimpsiny 000J0HKY NIaAHemuU, Oompyimu 600u
OKeamis, X014 NOMIM OUUCIUMU IX 8OHA 8JiCe HIKONU He 3Modice... Alle Kulo moodice

JI00UHa maxk bazamo, mo nio cuy it i npununumu éce ye!»

O. I'onuap
Q. [lepeBipTe npaBonuc HAOPaHOTO TEKCTY.
3aBaaHHs BHCOKOI'0 PiBHS
10. [To4yHITH BUKOHAHHS I[LOTO 3aBJIaHHS 3 HOBOI CTOPIHKH.
11. 3agaiiTe 11 TaHOT CTOPIHKH TaKi MapaMeTpH:

- JIBE TOJIE — 3 CM;

- MpaBe, BEPXHE, HUKHE MO — 1 CM.



- po3mip nanepy — A4;

- OpI€EHTAIlisl CTOPIHKY — KHHUYKKOBA.

12. 3amaiiTe BIACTYI NEPIIOTO psiaKa ad3aiy 1 cM.

13.  3apaiite mpudt Arial, po3mip — 14.

14. Ha Bxmaami [TPABOIIMC 3apmaiite mapaMeTpu: aBTOMATHYHO
nepeBipATy opdorpadito, 3aBKIU NPOMOHYBATH 3aMiHY HEMPABUILHOTO CIIOBA.

15. BBeniTh 3 KaBiaTypu JJaHUM TEKCT.

13 — 15 pokie — ye motii uac, Koau € CMUCI 3AMUCTIOBAMUCS HAO NUMAHHSIM,
sKe 8U Modiceme 3Hamu no paokax B. B. Maskoscvkoeo: «Y mens pacmym 2o0a,
b0yoem u cemuaoyams. I0e pabomamv MHe mo20a, YeM MHe 3aHUMAMbCA?»
38icHO, noem 0y6 npasui, Koau 206opus: «Bce pabomwvl xopouiu, evlioupat Ha
eékycly. A saxuu eaw cmax? I[lo eac 6Oinvwe yikasumov? Icmopia? Ximia?
Mamemamuxa? Moowciueo, we wocov? He nocniwaume nputimamu oCmamouue
piuienns, ane Oymamu npo HbO20 Biice Udc.

16. [lepernsiHbTe TOKYMEHT B PI3HUX PEKUMAX.

> 30epexite (aitn mig iM’sam [P Ne9 TIPI3BMIIE KIIAC
(86600imb_ceéoe _npizguwe _ma__cgiii_knac!) B mammi MOI JOKYMEHTU\
[TPAKTUYHI POBOTHU 3 MS Word.

> 3akpwuiite Bikno MS Word.

> 3akiH4iTh pOOOTY.

> JlaiiTe ycHI BIAMOBI/I1 HA 3alIUTaAHHS JJI1 CAMOKOHTPOJTIO:

1. SxuM yrnHOM MOKHA 3aBaHTaxxutu TIT MS Word?

2. Sk BIAKPUTH ICHYIOUUN TOKYMEHT?

3. S 3MIHUTH MOBHY PO3KJIaJIKy KJIaBlaTypu?

4, SKi ICHYIOTh pEXUMU MOJIAHHS IOKYMEHTA Ha eKpaHi?

S. SIK mepexNrOYnTHCS 3 PEKUMY BCTABKM TEKCTY JI0 PEXKUMY HOrO

3aMIHU 1 HaBMaKKU?

6. Sk nepeBipuTH JOKYMEHT Ha HasgBHICTH op(dorpadiaHux MOMMIOK?

1. Sk MOXHA TIBUIKO 3aMIHUTH B TEKCT1 ()ParMeHT, M0 MOBTOPIOETHCS
JIeKUJIbKa pa3iB?

8. Sk MOXHA 3MIHUTH BCTAHOBJICHI MOJIS?

Q. Sk MOkHa 3MIHUTH BCTAHOBJICHUH pO3Mip namnepy?



10. Sk BcraHoButH nOTPiOHMK MacmTa®? Axkuii MacmTad HaNHOUIBII
CIIPUSATIUBUH JUJIs1 pOOOTH 3 TEKCTOM?

11. Sk 30epertu HaOpaHHii TeKCT y (aiin?

12.  IIlo poGuTH npu MOBiAOMIIEHH] PO MOMUJIKY Y CIIOB1?

13. SkumMu kJjaBilmamMu 1 B SKHX BHUIAIKaX MOXKHA BUJIYUYUTH 3alBUMA
CUMBOJI?

14.  SIki aii noTpiOHO BUKOHATH JIJIsi CTBOPEHHSI HOBOTO JOKyMEHTa?



OpieHTOBHMII KOMILIEKC BIIPAB 1JIfA 3HATTH BTOMH

i 4ac po00OTH HA KOMIT’KOTEPi

Komnnexc enpae o5 oueit

BnpaBu BHKOHYIOTBCS CHIASYM B 3pYy4YHid MMO031, XxpeOeT mpsMuii, oui

BIJIKPHUTI, MMOTJISIT — IPSAMO, BIABEPHYBIIUCH Bl KOMII FOTEPA.
9 b

Bapianum I.

1. Tlormsan copsiMOBYBAaTH BIIIBO-BIPABO, BIIPABO-IIPSIMO, BBEPX-TPSIMO,
JOAO0Y-IIPsIMO O€3 3aTPUMKH B KO>KHOMY moJioxkeHH1. [ToBToputu 5 pasiB i 5 pasis
y 3BOPOTHOMY HAIPSMI.

2. 3akpuTH 04Yl Ha PaxyHOK ,pa3-ABa’, BIAKPUTH OYl 1 MOJAMBUTHCS Ha
KIHYMK HOCA Ha PaxXyHOK ,,TPU-HOTHPHU .

3.  Kpyrosi pyxu oueii: 10 5 KpyriB BIIIBO 1 BIPABO.

Bapianm 2.

1. IlIBuako KiIimaTv o4rMMa MpoTATOM 15 cekyHI.

2. Bammommtu odi. He BimkpuBarouum odel, HA4eOTO TOAWBUTHCS
JIBOPYY Ha PAXyHOK ,,pa3-4OTUPH’~, TOBEPHYTHCS Yy BUXIJHE MOJIOKEHHA. Tak
camo MOJUBUTHUCA MPABOPYY HA PAaXyHOK ,,I1°AThb-BICIM” 1 TOBEPHYTUCS Y BUXITHE
nosioxkeHHs1. [loBToputu 5 pasis.

3.  CHoki#HO MOCHUJIITH 13 3aKPUTUMHU OYMMa, PO3CTAOUBIINCH IPOTATOM 5

CEKYH/.



Komnnexkc enpae 01s 3usamms M 1306020 HARPYHCCHH

Bapiaum 1.

BuximHe moioKeHHs — CHISTYU Ha CTUIBIII.

1. BuTarHyTu 1 po3uenipuTd Haiblll Tak, MO0 BIAYYTH HANpPyXKEHHSA. Y
TaKOMY MOJIOKEHHI 3aTPUMATH MPOTIroM 5 cexkyHa. Po3cnabutu, a moTiMm 31rHyTH
nanbiii. [ToBTopuTH BripaBy 5 pasis.

2. TloBiIbHO 1 TUTABHO OMNYCTUTHU MIiAOOPIAISA, 3aJIUINATHCA Y TaKOMY
MOJIO’KEHH1 2-3 CeKyHU 1 po3ciaaduTucs.

3. Cunmsum Ha CTUIbLI TIAHECTH PYKH SKOMOTA BHINE, MOTIM TIJIABHO
OIyCTHUTH iX J10/10]1y, po3ciaduTtu. BnpaBy noBroputu 5 pasis.

4. Ilepemiect manmbll pyK 1 MOKJIACTH iX 3a TOJOBY. 3BECTH JIOMATKH,
3aJIMIIATUCS Y TAKOMY IOJIOXKEHHI 5 CEeKyH], a MOTIM po3ciadutuch. [loBroputn

BIIpaBy 5 pasiB.

Bapianm 2.

BuxigHe moigoXeHHI — CUIIYH HA CTUIBIIL.

1. 3pobutH KigbKa rITUOOKHUX BAWXIB 1 BUAMXIB. [[OTSITHYTHCS HA CTUIBII,
3ITHYBIIY PYKW HA TOTHJIMII, BIIXWJISIOYH TOJIOBY HAa3aJl 1 BUIPOCTOBYIOUH TUIEUI.
[ToBTOpUTH 5 pasiB.

2. 3poOutu HaXWJIW 1 TOBOPOTH rosioBu. [loBTOpHTH 5 pasis.

3. 3pobOuth nerkuii camomacak OOJWYYsl 1 TPOH PYK MPOTIATOM 3-5

CEKYH/.



